
Open Microsoft Outlook. On the menu bar, 
click Tools, drop down to Accounts. 

In the next window, click the Add button and 
then Mail. 

In the Internet Connection Wizard, type in 
the name you would like displayed in the 

From field of your outgoing messages. Click 
Next. 

NCI-Frederick Communications
ABCC, SAIC Frederick

Frederick, Maryland
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In the next window, type your full NCIFCRF 
e-mail address (ex: jsmith@ncifcrf.gov). 

Click Next. 

For E-mail Server Names be sure My 
incoming mail server is set at POP3. Set 

both the Incoming mail server and 
Outgoing mail server to: 

mail.ncifcrf.gov 
 

(IMPORTANT: This must be typed exactly as shown 
above or your Outlook will not work!!!) 

Click Next. 

Type in your e-mail Account name (what 
comes before the @ symbol in your address) 
and Password. If you would like Outlook to 

remember your password and check your 
mail for you automatically (recommended), 
check Remember password. Click Next. 
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Select Connect using my local area 
network. Click Next. 

(Note: If you are configuring Outlook for dial-up 
access, select I will establish my Internet 

connection manually.) 

Click Finish. You are now configured to 
receive e-mail through Outlook. 
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